
Creating Prior Approval Requests

General Information

As a Grantee, you can initiate a Prior Approval (PA) Request when a current grant award needs 
updates. As part of the Prior Approval Request, complete budget information on the structured forms 
in the EHBs. After completing the forms, submit your request to HRSA for review and approval. 
Examples of changes that can be made to grants include carrying funds over to a new year, an 
extension with or without additional funds, and approval of draw-down funds.

Steps to Create a Prior Approval Request

1 Login 
to the E

 (HBs htt
ps://gra
nts.
hrsa.
gov
/webext

 ) ernal
as a Gr

 antee
using L
ogin.
gov 
and 
two-
factor 
authenti
cation.

For 
details 
about 
logging 
in to 
the 
EHBs, 
refer to 
the EHB
s Login 
Process
Overvie
w help 
page. 

2 Click 
the Tas

 tab ks
from 
the top 
header 
options. 
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3 On the 
Pendin
g 
Tasks - 

 paList
ge, 
click Pri
or 
Approv

fromals 
the 
Grants 
section 
in the 
left 
navigati
on 
panel. 
You will 
land on 
the Prio
r 
Approv
als - 
Incomp
lete 

 paList
ge.

4 Click 
the Cre
ate 
New 
Prior 
Approv

 buttoal
n, just 
below 
the 
page 
title. 
You will 
land on 
the My 
Grant 
Portfoli

 o - List
page.

5 Click Re
quest 
Prior 
Approv

 in al
the Opti

colons 
umn. 
You will 
land on 
the Prio
r 
Approv
al 
Reques
t - 
Ackno
wledge 
Docum
entatio
n 

 Review
page.



6 Open 
and 
review 
the 
docume
nt(s) 
under 
the Prio
r 
Approv
al 
Docum
entation
section.

7 Click 
the Ack
nowled

 gment
check 
boxes a
nd then 
click 
the Con

 btinue
utton. 
You will 
land on 
the Prio
r 
Approv
al 
Reques
t Type 
- Select
 page.

8 Click 
the 
radio 
button 
for the 
Reques

 t Type
and 
then 
click 
the Cre

 buttate
on. You 
will 
land on 
the Prio
r 
Approv
al - 
Status 
Overview
 page 
displayi
ng a 
"Succes
s" 
banner.  



9 On the 
Prior 
Approv
al 
Reques
t – 
Status 
Overview
page, 
select 
the 
forms 
from 
the left 
menu 
and 
enter 
the 
details 
in the 
structur
ed 
budget 
forms. 
The 
displaye
d 
budget 
forms 
are 
based 
on the 
Prior 
Approv
al Type 
and 
Grant 
Type 
combin
ation 
selecte
d.
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10 After 
complet
ing the 
Prior 
Approv
al 
Reques
t select 
Submit 
within 
left 
navigati
on 
menu. 
Comple
te the 
details 
provide
d and S

 ubmit
the 
Prior 
Approv
al 
Reques
t.

e
d 
b
u
d
g
e
t 
f
o
r
ms
w
ill
c
h
a
n
g
e.
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